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! :_--_'(3) In the case of telegrams,

] uty Supenntendent _.-'- :

nct‘ ; ,'be : "-'t:iespatched even "
~ da 'of the:r receipt'-": it

1)_ The despatcher will hand ;
the daftry, who wdl :

_:be _en by fore:gn post from the rest

) acred1t deposﬂ account s mamtamed for ISSllltlg telegrams,- it
‘affix rubber © stamp indicating . ~the: cred1t deposit  :account
- number assigned to the dep rtmen __ m the space' prchded for -
aﬁixmg postage stamps,

(c) affix postagc stamps of‘ the appropnate value on covers, packets_
. etc., where neceseary ‘after welghtmg ‘them, using ordi_nary
foreign post and servme postage sta_mps‘..

for.

- postage stamps.
; d

ets. w;th a rubber stamp bearng the name
- the name and designation of the: officer in

‘eranch and the facsumle of hieswnature and
(e) return the co' mumcat.lons to the despatcher ;

Ee

: (2) The despatcher wﬂl enter partlculara of the commumcattons and the

: value of stamps aﬂ]xed thereon m the despatch reg1ster (Appenchx 10)

the serlal number assxgned “to them in the =
‘noted at a convenient . _place on the ‘top . -
printsd - telegram form to. facilitate the . -
‘eceipts he relevant eatnes in the despatch

.despatch regrster ‘Wﬂl b
ol rece1pts portlc
“‘linking - of the
: reglster s

(4) For despatchmg reg;stered post posta]. reg'.st:atlon books should

be used - so that the out-gomg ‘registered . ‘communications could

“strajghtway be entred.. in that book instead ‘of in the despateh register.

© Each entry in euch a boo k wills then bef got stampe - by the post
oﬁce ety ; ; s o

Sl (5) If a commumcatmn is to be sent by reglstered post (a'cl'{ﬁowl'edwe- :

‘ment due); the number of the' communication should be written on:
the acknowledgement card’ also' so that when recelved back, 1t can -
be sen pe branchl concerned : G :

o __-(8) Teiegrams should be deSpatched promptly Reglstercd and msured'.

" articles should be sent t0; st ‘office « well ‘before the  ‘closing hour .
prescrlbed for, the receipt ‘of such com unications. Dther commum-
- cations should be posted at convement 1ntervals i
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© Recelpts for telegrams rngstered and msured post etc should be.- '
checked ‘carefully by the despatcher. These should ‘be ﬁled pro—"

perly for reference m the event of need - S

160, - S Despatck of non postm’ commumcatwns —(1) Non-postal communi- .-
: . according to. the location of the

_.ks and_h ded over to messengers :

4+ cations should - be sorted. ou

. addresses, entered. in ‘messanger
for delwery to the addresses e

(2) Messenger\books “should’ _be numbered serially;and an - adequate'
‘number of such«* books .allocated:to each - department/crﬂice or -

~ several departments/oﬁices grouped convemently aeeordmg to t_heir
loca‘uon SRR e P ey e :

e o (3) Urgent commun:catlons should be- desp&tched promptly The time
o - of despatch should:¥ invariably be. noted- in the messenger book.

< The reciveints: should mmﬂarly_qrequlrcd ;210 __mdlcal_:e time of theu- .

s, Iecemt

'(4) Only urgent eommumc:anon w1ll be despatched outmde ofﬁoe houra '

“-No commumcat.lon shou!d be sent to an ofﬁcer at his residence
unless ; : s I e e i i

(a) 1t is-of suoh a nature that aCtlon thereon can not yvai_t till ;ne

commencement of the next workmg day 7

(b) it is marked 1mmed1ate and addressed to the oﬁicer by name 5
and - v o : :

(c) its dehvery to the- oﬂicer s re51dence has ‘been authonsecl by the
branch officer eoncerned at the despatchmg end.

3 ¥ i
(5) After the commumcatlons have been dehvered the despatcher will

-examine the messenger ‘books to see . that a]P the communications

entered Lherem have been duly acknowledged by the ‘recipients

under dated signdtures,, written' in ink. Instances.where the com-
munications have not been acknowledged will be immediately brought

" ‘to the notice  of the Deputy Supermtendent of the Issue Branch for

1nVest1gat10n and further sultable actlon

s 161. D:strrburzon of spare prmted eopres of letters. et — g
o (1) Spare copies of printed  letters etc., shall be distributed to the

. different  Ministries of the.Govt. ‘of Indla. and - to the Heads ‘of - =

' Departments, Commissioners etc in accordance W1th the: followmg
dlstnbutlon llsts — : _ e :

e - o) Letters to M:mstnes of Govt of Ind;a—Appendlx A to ‘Chapter -

VNS -
(11) Circulars etc. —-—Append:x 6 to. Chapter VHI

(2) D1str1butlon of - proceedmgs Volumes—The proceedmgs
Govt are’ dlstnbuted by the despatcher 1n | acoorda.nce with the

volumes of




dsstnbuhon lists. in Appendlx A “and selectlons from procecdmgs
Cin accordance w1th Appendut B to tl'ns Chapter :

_--__(3.)..-F.01’ -.dlstnbutmn ..Qf. spa ype Wntten COPIBS see para 146.
: 162 e '-Réfu'm -_cf-.'-bdj s afte

= o wiihe despatcher will make ove)
e - diary. The dlatter will. 16t
LI -aftcr makmg entries in:-co

fﬁ " cop s, to the clerk maintaining the issue

Ei

column-4 .of, thc issue dlary :

G

fair. typ'ed ‘and compared in the branches - _concerned and despatched
by the diEl.I’lStS of the branch concerned through the circulating branch.

(2) Before scndmg the ﬁles to the cn'culatmg branch fcr dcspatch the ; :

dxanst wﬂl —

branch’s own files, nd in the sechon dlary in other cases;

(b) ‘in respcct of - btanch’s o\vn ﬁlcs prepare ‘a challan in _dupli--

e Gy b " cate-and place oneicopy on the ﬁle and make over the other
e Coaditol the dcahng hand concarned G A
: @ send it to the circulatmg Branch.

s

“etc., will similarly return them, with their . advicé etc. to the origi-

»“" . ‘pating branch. thro-uﬂh the elrculatmg branch. . _(They need not be o

R e R through the issue. braneh on return)

164 : _ Stampsaccount;?egxsrer —'.., -

(1) The despatehe: will mamtain an acconnt of‘ thc postage stamps in

the fcrm glven _m Append1x 1157

"(2) The Deputy
register - every day and append his dated signatures in token
-~ of his having ' done so. He will also . _conduct surprise test—chccks.

of envelopes’ 1eady for despatch by post” to make sure :

() that the value of stamps affixed thereon taihes wzth ‘that shown in -

.+ +the despatch reglster and i =
(b). that the required value ‘has beeo secured by using T.he minimum
number of stamps of 'appropnate hxuhv; denomlnatlons :

Ve e "(3) The: Admlmstratwc Oﬂice.

talhes w1th thaI shown in the rcglster
o 1635, . Actmn after ;ssue o . 3 A,
: '(I) On 1'€C€lpt of papers af'ter 1ssue, fche d1anst w;ll
(a) check ‘that the ‘office eoples bear. the stamp ‘Despatched
" (b) place ofﬁce coples Wlth drafts, 1f any, on the relevant ﬁles, and
(©) pass. on the files to. the dealmg hands concerned

After issue. of falr commumcat;cns

papers to the diarists of the Branches conoerned-_.

(1) Inter-de artmental‘note 5o e to be recorded on ﬁles wﬂlbc

(a) mark “the movcment in the ﬁle movement reglsber in the case of

(3) The branch f.o ‘whom' ﬁles were referrcd to . foi' ad;ncc cla'fiﬁcation--

: upenntendent wﬂl check the entrles : ma{fe in the: '

 Civil Secretariat, will also mspect the '
“two registers once a ‘month: and verify that the valuc of stamps in hand_



(b) examine whether thc
. disposal of ‘the paper

rd’ the

“to th ccmmumcat;on 1ssued 13 to bc awa1ted or further

(c) if a reply'
"~ action on the file i
~ for -being brought -forward on. that date

 the diarist for™ ‘recording its 'movement in the file’ movement

register: and  keeping a note in the reminder .diary. (Similar

E‘I‘espeet of ﬁles referrcd" to other departments)

$166. "."Sectron Work——The cxecutlon of typmg work on secnonb asis should be =

d;scouraged Only on gare 0ccasions, when a large amount of. typing woik consisting

| -of more than 25 pages is requi
" as such by the Under Secretary or Under Secretary ‘incharge” of the Branch and.

-~ the normal strength of

- _case the amount clalmed must be cert1ﬁed to be correct by the Dcputy Superm»
tendcnt of the Issue Branch - s - i T

] 167 Care af rypewrzters —Persons usmg Govemment typewntcrs mgg& take
" the. same care of -them as they would - bgstcw to: persona
'-'pomts whxch should recewe attentlon Lt

(1) Each machme shculd be thorough]y dusted brus]_ned and tcsted by A

the typlst every mornmg bcf‘cre work begms

(11) The rods on whxch the carnage runs should be cleaned w1th a sl ghtly
oil d- cloth : : ; Fen)

(111) The wheels on whlch the camage i'ti__ﬂe’ : sh_o_uld :"b_e.-"oilcd once_za.-_'

: week-. i

(w) Nothmg but typewnter 011 should be used fcr lubncatxon

(v) All types cf the:

1mmed1at ly af_ ter a stenc;l is cut.

(v1) No screws cr other parts of the machme should be opened or mterfered =

w1th.

(vn) When the day s work i 13 ﬁmshcd thc machme should be covered

2 Supcrmtendents Deputy Supermtendcnts and mch.arge : f Branches

are respcnsﬂ:le for  branch typewnters. Pcrscnal Aeslstants a.nd Stenographcrs S

are respcnmblc for. thelr own machmes

sto be reeumed at a later date, mark the file~ .
ate and pass on the file

tion should  be take s0 on _duplicate copies : of cha]lan m :

ired o ‘be done 1m1m:d1a1e1y w}nch should be certified -

typists engaged on it is unable  to cope. with it, should be
* * got done on section | ‘basis. - Whenever such a contingency . arises, the matter
should’ be referred to the Under Secretary/Deputy Secretary for orders. In cach

1 belongmgs Some of the

'-machme shouid be cleaned W1th methylatcd spmt'

5






